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Preface 

" IV  7"!  I  AT  advantages  does  filing  offer  as  a  per- 
Yy    manent  occupation?" 

Yon  will  ask  this  question  if  you  know 
of  the  work  only  vaguely.  Is  it  interesting?  Does 
it  pay  well?    Does  it  lead  to  large  opportunity? 

Formerly,  filing  was  done  by  any  one  of  the 
clerks  who  had  the  time;  or  a  young  office  assist- 
ant who  had  not  learned  to  typewrite  or  keep 
books  "picked  up"  filing.  But  in  the  last  ten  years, 
business  records  have  grown  more  complex  be- 
cause business  has  grown  so  tremendously.  In 
addition,  war-time  and 
present  -  day  conditions 
have  made  greater  de- 
mands for  speed  and 
accuracy.  To-day,  the 
classifying  and  filing 
of  business  information 
requires  specialized 
training  just  as  stenog- 
raphy  Or  aCCOUnting   re-  The  beginning  of  the  card  index 

.      "         .  „  ttt  and  fi,inS  system 

quires    it.      The    Filing 

Department  is  recognized  as  one  of  the  most  im- 
portant divisions  of  a  business. 

A  larger  number  of  intelligent,  trained  business 
women  are  needed  for  filing.  The  demand  for 
such  workers  is  being  brought  to  the  attention  of 
Library  Bureau  constantly,  for  it  was  the  first 
organization  to  develop  a  staff  of  trained  file  spe- 
cialists—  women  who  could  go  into  an  organiza- 
tion and,  after  a  survey  of  existing  filing  methods, 
install    a    complete,    smoothly    operating    system. 


Since  the  installation  of  this  department,  thou- 
sands of  firms  have  called  on  the  Library  Bureau 
staff  for  counsel — manufacturers,  railroads,  hanks, 
insurance  companies,  government  departments, 
educational  and  philanthropic  institutions  and 
others. 

Because  of  this  immediate  experience  with  the 
needs  of  business,  Library  Bureau  believes  that 
more  women  of  intelligence  and  education  should 
be  aroused  to  the  opportunities  of  filing  as  a  per- 
manent profession. 

There  are  thousands  of  ambitious  young  busi- 
ness women  doing  filing  work  to-day  who  are  not 
advancing  as  far  as  they  might  because  they  lack 
training  in  filing.  There  are  thousands  of  col- 
lege women  who  wish  to  enter  business  instead  of 
one  of  the  academic  professions,  and  who  could 
prepare  quickly  for  interesting  commercial  work 
by  taking  a  special  course  in  filing.  There  are 
thousands  of  educated  women  who  have  never 
been  in  business,  but  who  now  desire  to  enter  some 
salaried  occupation. 

To  such  women  this  book  is  addressed.  This  is 
not  a  text-book  on  filing.  We  believe  that  filing 
cannot  be  learned  from  a  text-book.  It  can  best 
be  learned  by  a  study  of  the  standard  systems 
in  use  to-day  and  by  actual  filing  experience. 
Library  Bureau  maintains  sales  offices  in  all  the 
leading  cities  throughout  the  country,  each  with  a 
staff  of  filing  specialists,  not  only  to  sell  and  in- 
stall filing  systems,  but  to  render  service  to  its 
customers  for  increasing  efficiency  of  the  filing 
department.  The  chief  objects  of  this  book  are 
to  show  the  opportunities  in  filing  as  a  permanent 


profession  and  to  stimulate  study  in  this  inform- 
ing branch  of  business.  We  want  you  to  know 
how  to  prepare  for  responsible  filing  work;  we 
want  to  help  make  your  own  filing  department 
even  more  efficient  if  a  knowledge  of  new  meth- 
ods can  make  it  so;  we  want  to  show  you  how 
you  can  develop  a  bigger  job  for  yourself. 

Library  Bureau  has  always  pioneered  in  the 
field  of  filing.  Founded  in  1876,  it  was  the  first 
organization  devoted  entirely  to  the  manufacture 
of  indexing  and  filing  systems.  It  originated  the 
card  system,  the  vertical  filing  system,  culminat- 
ing in  the  Automatic  Index.  It  also  originated 
equipment,  such  as  the  vertical  file  unit,  the  unit 
record  desk  (a  desk  and  card  file  in  one),  and  the 
counter-hight  unit  (a  sectional  counter  made  of 
filing  cabinets).  We  have  a  vision  of  the  large 
opportunities  of  filing  as  a  permanent  profession, 
and  we  shall  try  to  show,  in  the  following  pages, 
why  there  is  so  much  of  interest,  breadth  of 
knowledge  and  advantage  in  the  work  of  the  file 
specialist. 


Desk  top  vertical  file,  originated  by 
L.B.  Exhibited  for  the  first  time  at 
the  World's  Fair  in  Chicago  in   1893. 
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What  is  Filing? 


Chapter  I 

ECORDS  arc  one  of  the  vital  parts  of 
every  business.  Almost  everything 
else  can  be  replaced.  If  a  million- 
dollar  factory  burns  down,  another 
can  be  built;  if  customers  are  lost, 
others  can  be  gained;  even  if  an  im- 
portant employee  leaves  the  firm,  he 
can  be  replaced;  but  when  records 
are  lost  they  can  never  be  replaced,  for  who  can 
remember,  with  accuracy,  thousands  of  bills,  lists, 
financial  papers,  and  individual  pieces  of  infor- 
mation? 

Every  business,  therefore,  needs  safely  kept 
records  of  its  transactions,  yet  the  mere  safe-keep- 
ing of  such  records  is  not  sufficient  to  make  them 
of  value.  In  order  to  be  actively  useful,  records 
must  be  so  kept  that  they  are  quickly  available, 
and  classified  in  such  form  that  they  arc  a  de- 
pendable help  to  various  branches  of  the  busi- 
ness. Collecting  carbon  copies  of  letters,  bills, 
contracts,  or  accumulating  clippings  would  be 
valueless  unless  these  were  analyzed  and  arranged 
in  some  way  convenient  for  quick  finding.  Busi- 
ness records  must  be  kept  so  that  they  can  be 
produced  immediately  when  wanted,  otherwise 
they  are  useless. 


FILING   AS    A    PROFESSION    FOR    WOMEN 

Filing,    therefore,  involves: 

Analyzing    papers     and     determining     where 
they  shall  be  filed. 

Putting  such  papers  in  plaees  assigned. 

Files  are  the  cabinets  for  housing  the  records 
and   data. 

Filing  may  be  divided  into  two  broad  divisions: 
Name  Filing  and  Subject  Filing.  In  every  line  of 
business,  reference  to  the  majority  of  the  papers, 
records,  etc.,  will  be  made  by  the  name  of  the  in- 
dividual or  firm.  Such  papers  should  always  be 
filed  according  to  some  system  of  Name  Filing. 

On  the  other  hand,  there  are  also  many  other 
records  where  the  subject-matter  is  of  more  im- 
portance than  the  name,  and  which  should  be 
classified  and  filed  according  to  a  pre-determined 
system  of  Subject  Filing. 

The  general  records  of  every  business  are  sim- 
ilar. They  may  be  roughly  grouped  as  correspond- 
ence, accounting  records,  and  data.  Every  busi- 
ness has  its  own  individuality,  and  every  business 
must,  therefore,  have  an  individually  adapted  fil- 
ing system.  There  are  no  two  business  firms  ex- 
actly alike,  any  more  than  there  are  any  two  normal 
people  exactly  alike.  A  business,  like  an  individ- 
ual, builds  up  a  special  personality  of  its  own,  and 
a  system,  if  it  is  to  be  efficient,  must  be  carefully 
adapted  to  fit  the  individual  needs  of  the  business. 

This  fact  is  emphasized  here,  because  young 
students  sometimes  have  the  idea  that  a  system 
which  works  well  in  one  instance  can  be  clamped 
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on  completely  to  another  business  with  equally 
good  results.  This  is  not  so.  The  same  selling 
methods  used  by  different  concerns  will  produce 
different  results.  Similarly,  the  same  filing  meth- 
ods that  are  complete  and  adequate  for  one  firm 
may  prove  ineffective  if  you  thrust  them  bodily, 
whole  and  unchanged,  on  a  filing  department  else- 
where. 

For  this  reason  it  is  necessary  for  the  file  spe- 
cialist to  know  thoroughly  all  the  systems  and 
arrangements  accepted  as  correct  by  authorities. 
Learn  the  principles  of  filing  and  all  the  modern 
systems  in  use,  and  you  will  be  able  to  attack  any 
problem. 

Here  is  a  list  of  the  systems  used  to-day  for 
classifying   and   filing   all   business   records: 

1.  Alphabetic 

In  this  system  material  is  arranged  in  strict  al- 
phabetic order,  either  by  name  or  subject. 

2.  Numeric 

A  system  in  which  the  material  is  filed  by 
numbers  arbitrarily  assigned  to  names  or  subjects. 
This  necessitates  the  use  of  a  card  index  or  chart, 
both  in  filing  and  in  reference. 

'6.    L.  B.  Automatic 

This  is  a  combination  of  the  alphabetic  and 
numeric  methods,  the  material  being  filed  alpha- 
betically by  name  or  subject,  and  at  the  same  time 
safeguarded  by  a  numeric  check,  but  without  the 
need  of  a  separate  card  index. 
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FILING   AS   A   PROFESSION    FOR    WOMEN 

1.    Geographic 

The  papers  are  filed  according  to  State,  county 
and  city.  This  is  used  only  where  the  location  is 
of  more  importance,  or  is  better  known,  than  the 
names  of  the  correspondents. 

We  believe  that  the  tile  executive  should  be 
familiar  with  the  limitations  as  well  as  the  advan- 
tages of  the  various  systems,  because  she  will  then 
be  able  to  distinguish  between  them  and  decide 
what  is  best  under  any  condition,  without  having 
to  experiment  first. 

There  is  no  one  system  that  will  fill  completely 
every  need  of  every  business.  You  may  have  found 
that  the  numeric  system  operates  perfectly  in  an 
engineering  office,  but  that  is  not  proof  that  it  will 
be  equally  efficient  for  an  advertising  agency. 

This  is  no  criticism  against  any  particular 
method  of  indexing,  but  simply  a  caution  to  the 
file  executive  to  bear  in  mind  the  needs  and  capa- 
city of  the  business  when  selecting  and  adapting 
systems  to  be  installed. 

But  does  not  this  multiplicity  of  methods  com- 
plicate filing? 

Naturally.  It  is  necessary  for  the  modern  file 
executive  to  have  much  more  knowledge  than  the 
untrained  worker.  But  the  fact  that  separate 
methods  must  be  carefully  chosen  to  fit  each  need 
of  the  business  simplifies  considerably  the  whole 
process  of  filing  and,  more  important,  of  finding. 
When  there  was  only  one  system  in  general  use, 
there   was   considerably   more   error,   because   the 
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business  with  a  large  volume  of  varying  records 
had  to  squeeze  into  a  2  x  1  system  suited  only  to  a 
small  concern.  A  small  retail  store,  let  us  say, 
may  be  able  to  keep  all  its  accounting  records  with 
the  aid  of  a  cash  register.  But  the  department 
store,  with  its  larger  volume  of  trade,  special 
service  to  customers  in  the  way  of  C.  0.  D.'s,  charge 
accounts  and  other  privileges,  needs  not  only  a 
bigger  system,  but  a  different  system  of  account- 
keeping. 

So  it  is  with  indexing  and  filing  systems.  Be- 
cause you  know  one  tiling  system  that  works  well, 
don't  believe  that  you  need  not  learn  about  any 
others.  The  system  you  know  best  may  be  use- 
less in  another  organization.  If  you  wish  to  be 
equipped  for  the  broadest  work,  then  you  must 
know  all  the  tiling  systems;  for  what  they  are  best 
adapted;  how  they  work;  their  advantages  and 
defects  under  various  circumstances.  Such  knowl- 
edge will  enable  you  to  improve  your  work  wher- 
ever you  are,  and  it  will  keep  you  equipped  for 
higher  opportunity. 

Next  to  understanding  the  systems  for  filing 
comes  the  knowledge  of  equipment  for  filing. 
Naturally,  each  system  has  its  special  equipment 
in  the  shape  of  filing  cabinets  of  wood  or  steel, 
special  filing  desks  for  card  records,  folders  to 
contain  papers,  guides,  card  indexes,  etc.  Illustra- 
tions and  samples  of  these  are  scattered  through 
the  book,  and  samples  of  any  printed  forms  can 
be  obtained  by  writing  Library  Bureau. 

Rapidity  of  filing  depends,  in  large  part,  on  the 
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physical  equipment  of  the  tiling  department.  What 
kind  of  files  and  work-tables  should  be  used?  How 
placed?  What  distances  arc  the  tiles  from  the  de- 
partments that  use  them  most?  Information  on 
these  points  is  given  in  later  chapters. 

To  summarize  a  reply  to  our  title  query:  What 
is  Filing? 

Filing  is  the  act  of  placing  papers  in  a  sys- 
tematic arrangement. 

Correct  filing  involves  knowledge  of  filing  sys- 
tems so  that  records  are  properly  classi- 
fied and  so  arranged  as  to  he  easily  found 
whenever  required. 

In  addition,  filing  requires  the  right  kind  of 
equipment  of  filing  cabinets,  indexes, 
desks,  work-tables,  folders,  and  their 
arrangement  for  quickest  accessibility. 

Knowledge  of  all  good  systems  and  how  to  adapt 
the  right  one  to  any  business;  knowledge  of  good 
filing  equipment,  practical  drilling  in  accurate 
filing  -these  are  the  things  which  make  the  effi- 
cient file  executive. 


The  Personal  Side  of  Filing 


Chapter  II 

HAVE  you  ever  heard  some  one  criticize  filing 
on  the  ground  that  it  is  monotonous  work? 
It  is  a  criticism  one  sometimes  hears,  and  is 
worth  examining. 

In  the  first  place,  what  makes  any  work  monot- 
onous? Is  it  the  mere  repetition  of  the  same  task 
day  in  and  day  out?  In  that  case  there  would  be 
few  occupations  not  open  to  this  charge.  Every 
one,  from  the  untrained  manual  worker  to  the 
highest  specialist  in  the  professions,  is  successful 
only  because  of  an  ability  to  perform  the  same 
tasks  repeatedly  and  do  them  better  and  quicker 
every  time. 

The  physician  who  has  to  treat  sick  people  every 
day  in  the  year;  the  actress  in  a  successful  play, 
where  she  has  to  repeat  precisely  the  same  lines, 
go  over  the  same  stage  business,  and  convey  the 
same  stage  emotions  every  day;  the  traveling  sales- 
man, whose  very  life  of  moving  from  place  to  place 
gets  to  be  routine  —  all  these  perform  tasks  that 
are  apparently  the  same,  day  in  and  day  out.  If 
you  believe  that  doing  the  same  tiling  every  day 
makes  a  job  monotonous,  then  what  can  be  more 
dreary  than  the  work  that  is  constantly  sentimen- 
talized over — the  home? 

And  yet  the  women  and  men  who  are  making 
good  in  these  occupations  are  enthusiastic  about 
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THE     PERSONAL     SIDE     OF     FILING 

their  work.  They  love  it.  They  would  not  do  any- 
thing else.  Why?  Simply  because  they  do  more 
than  the  mechanical  routine  required.  They  study 
constantly  the  problems  that  arise  in  their  work, 
in  its  many  new  phases  and  methods  of  improve- 
ment. They  think  about  their  work,  and  it  is  the 
thinking  and  planning  that  add  interest  to  any  job. 
If  you  find  work  monotonous  it  is  because  you  are 
not  interested  in  it;  you  do  not  think  about  its 
possibilities  for  growth;  you  do  not  try  to  improve 
it.  It  is  not  the  nature  of  work  that  makes  it  in- 
teresting, but  the  enthusiasm  and  thought  which 
you  bring  to  it. 

The  mere  mechanical  routine  of  filing  may  be 
monotonous,  but  filing  cannot  be  monotonous  if 
you  are  really  interested  in  becoming  efficient. 
Filing  covers  the  widest  possible  range  of  infor- 
mation, and  a  woman  who  finds  it  monotonous 
to  read  and  classify  information  will  find  any 
other  work  boresome. 

If  you  have  the  right  professional  point  of  view 
toward  your  work,  you  will  keep  in  touch  con- 
stantly with  newer  methods  that  others  have  ex- 
perimented with  and  found  better.  There  are 
several  ways  of  doing  this.  In  the  first  place,  read 
books  and  articles  that  are  written  on  the  subject. 
Then  keep  in  touch  with  manufacturers  of  the  best 
indexing  and  filing  systems  and  find  out  what  ex- 
periments they  have  made  and  what  new  ideas 
for  improvement  they  can  suggest. 

Best  of  all,  make  it  your  business  to  meet  other 
women  who   are  file   executives,  so   that  you  can 
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exchange  experiences  and  information.  Perhaps 
you  can  meet  such  women  through  one  of  your 
local  clubs  of  business  or  civic  interest;  or  if  you 
will  write  Library  Bureau  at  the  office  nearest  you, 
we  will  gladly  give  you  the  names  of  some  other 
file  executives  in  your  locality. 

This  personal  method  of  getting  information  is 
one  that  women  do  not  take  advantage  of  nearly 
as  much  as  they  should.  Men  are  quick  to  do  this, 
and  in  every  city  you  find  one  or  more  commer- 
cial clubs  where  men  gather  to  discuss  mutual 
problems,  and  draw  on  each  other  for  helpful  sug- 
gestions. There  are  very  few  clubs  where  busi- 
ness women  meet  to  discuss  business  matters.  But 
with  the  growth  of  filing  as  a  profession,  there  is 
no  reason  why  there  should  not  be  File  Executive 
Clubs  just  as  there  are  clubs  of  women  lawyers, 
advertising  women,  bond  saleswomen,  and  others. 
Such  a  club  would  be  open  to  all  women  who  are 
working  seriously  in  tiling  —  in  business  depart- 
ments, public  libraries,  philanthropic  and  educa- 
tional institutions  —  and  here  the  more  experi- 
enced women  could  counsel  and  encourage  the 
young  aspirants  in  the  field  while  exchanging  in- 
formation of  value  among  themselves. 

If  you  have  other  ideas  for  enlarging  on  your 
information,  cultivate  them,  for  the  more  you  im- 
prove your  filing  system,  the  more  will  your  coun- 
sel be  sought  and  the  greater  will  be  your  value  to 
business. 

Of  course,  developing  such  a  reputation  for 
yourself  in  your  firm  requires  tact  as  well  as  abil- 
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ity,  and  tact  is  a  valuable  personal  asset  to  the  file 
executive.  You  may  see  instantly  on  entering  a 
new  position  that  several  changes  would  greatly 
improve  the  work,  but  it  always  requires  tact  to 
negotiate  a  change.  Good  systems  are  often  ob- 
stinately excluded  from  places  where  they  are 
needed,  simply  because  the  suggestion  for  chang- 
ing was  tactlessly  made. 

There  is  a  case  of  a  new  file  executive  who,  a 
day  or  two  after  she  had  begun  work,  openly  ex- 
pressed her  disgust  at  the  archaic  condition  of  the 
files.  She  made  up  her  mind  immediately  about 
improvements,  but  when  she  proposed  the  change 
to  her  superior,  she  spent  ten  minutes  on  an  intro- 
ductory speech,  describing  how  utterly  inefficient 
the  present  system  was.  Her  whole  tone  and  man- 
ner conveyed  the  implication  that  no  one  knew 
anything  in  that  organization  until  she  arrived  to 
show  what  was  real  efficiency.  Of  course,  she  an- 
tagonized him  before  she  convinced  him,  and  so 
he  clung  to  the  obsolete  old  method  for  a  long 
time  out  of  sheer  pride,  apparently.  Her  ideas 
were  excellent — her  lack  of  tact  handicapped  her. 

Don't  volunteer  brilliant  ideas  for  improvement 
the  first  day  you  arrive  on  your  job.  To  the  super- 
ficial eye  there  are  always  deficiencies  in  an  old 
method,  always  changes  which  seem  a  decided 
improvement.  Sometimes,  after  you  watch  the 
system  work  for  a  few  days  and  learn  the  peculiar 
demands  that  are  made  on  the  files,  you  may  see 
that  the  present  plan  is  the  best  plan  under  the 
circumstances.     This  is  not  always  so,  but  it  hap- 
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pens  frequently,  and  it  is  embarrassing  to  make 
a  change  hastily  and  then  have  to  revise  your 
opinion  a  few  days  later.  Wait  to  see  how  the 
present  system  operates;  then  if  you  have  ideas 
for  improvement,  give  them  a  trial  test,  see  what 
advantages  or  disadvantages  are  disclosed,  and 
you  can  be  more  confident  when  proposing  a 
change  of  system  to  your  superior.  When  you 
finally  have  your  complete  information  on  the  sub- 
ject, broach  the  proposed  change  tactfully. 

Personal  qualities  like  tact,  good  temper,  ability 
to  get  on  with  people,  influence  a  woman's  busi- 
ness success  very  largely.  There  are  women  of 
ability  who  have  failed  in  their  work  simply  be- 
cause they  did  not  adapt  themselves  to  the  eti- 
quette of  business.  They  were  "edgy"  or  fussy, 
or  snobbish,  or  made  themselves  unpopular  with 
their  associates  by  carrying  into  business  the  af- 
fectations and  whims  of  their  social  life. 

These  are  important  considerations  for  the 
woman  who  has  never  been  in  business,  but  finds 
it  necessary  now  to  earn  her  livelihood,  because 
of  the  exigencies  of  the  times.  Having  been  her 
"own  boss"  all  her  life,  she  may  not  know  how  to 
take  orders  from  a  superior.  She  resents  criticism 
and  sulks  about  it  instead  of  acting  on  it  promptly. 
She  may  not  understand  how  necessary  it  is  to  be 
absolutely  prompt  in  the  matter  of  hours;  how  to 
carry  out  a  promise  or  an  order  accurately.  One 
feels  sympathetically  towards  women  who  swing 
into  business  suddenly  from  the  softening  influ- 
ence of  home.     Nevertheless,  it  is  necessary  for 
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them  to  make  a  determined  effort  to  adopt  busi- 
nesslike demeanor  as  quickly  as  possible,  if  they 
wish  to  avoid  prejudice. 

One  hears  these  same  criticisms  leveled  at 
women  who  are  new  to  business,  though  mature 
in  years,  especially  women  who  come  from  pro- 
fessions, like  teaching,  from  library  work  or  the 
home.  The  fact  is  mentioned  here  because  such 
educated  women,  given  proper  training,  can  qual- 
ify as  file  executives  in  spite  of  their  lack  of  pre- 
vious business  experience. 
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Business  Opportunities  for  Women 
in  Filing 


Chapter  III 

PERHAPS  the  best  way  of  visualizing  what  are 
the  opportunities  in  filing  is  to  find  out  what 
other  women  have  been  able  to  accomplish. 
We  are  therefore  giving  here  a  brief  description 
of  the  experience  of  several  women  who  are  suc- 
ceeding. All  of  these  women  have  had  special 
training  in  filing,  but  some  of  the  women  who  have 
been  most  successful  have  had  no  previous  busi- 
ness experience. 

Miss  A.,  a  college  graduate,  took  a  special  filing 
course,  and  although  she  had  no  business  experi- 
ence whatever,  was  able  to  fill  a  responsible  position 
with  a  railroad  company  immediately  upon  grad- 
uation. Less  than  a  year  later  she  had,  by  taking 
advantage  of  the  opportunities  offered,  increased 
the  productiveness  of  her  department  practically 
fifty  per  cent,  with  its  corresponding  increase  in 
her  earning  capacity. 

Mrs.  B.,  a  young  widow,  taught  school  for  a  few 
years,  then  studied  filing  at  a  high-grade  school. 
Her  first  position  with  a  trust  company  enabled 
her  to  be  in  a  self-supporting  position  until  within 
a  year  she  became  File  Manager,  supervising  sev- 
eral assistants. 

A  typical  case  is  that  of  Miss  C,  who  had  several 
years    of    library    experience,    but    after    special 
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training  and  a  few  months  of  business  experience 
took  a  responsible  position  in  the  tiling  depart- 
ment of  a  chemical  company. 

Another,  Miss  D.,  started  in  as  a  filing  assistant, 
took  a  course  in  filing,  and  became  file  manager 
of  her  department,  increasing  her  productiveness 
more  than  twice  over. 

To-day,  business  houses  recognize  that  well- 
classified  papers  and  data  are  as  necessary  as  an 
organized  account-keeping  system.  You  find  that 
commercial  firms,  public  utility  corporations,  in- 
surance companies,  bankers,  publishers,  advertis- 
ing agencies,  as  well  as  the  more  professional 
firms,  like  lawyers,  engineers,  accountants,  care- 
fully maintain  data  fdes.  The  department  is  not 
always  known  as  the  Filing  Department;  some- 
times it  is  called  the  Research  Division,  Business 
Library,  or  Department  of  Business  Information. 

The  usual  beginning  is  that  of  File  Clerk.  She 
attends  to  the  actual  daily  filing  of  papers — let- 
ters, records  or  pieces  of  information  for  a  partic- 
ular department;  the  more  responsible  work,  that  of 
analyzing  and  classifying,  being  done  by  a  trained 
and  experienced  operator.  For  data  or  subject  fil- 
ing it  is  necessary  to  have  training  in  the  princi- 
ples of  indexing. 

The  data  or  subject  files  of  a  business  arc  similar 
in  character  to  the  files  of  a  public  library.  There- 
fore, like  the  librarian,  the  file  manager  who  is 
responsible  for  the  data  files  must  be  thoroughly 
grounded  in  indexing.  She  must  know  how  to 
classify  intelligently;   how  to  group  related  sub- 
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jects.     In  addition  she  must  have  a  knowledge  of 
modern  equipment  that  facilitates  filing. 

If  she  is  thoroughly  efficient,  she  will  watch  care- 
fully the  information  needs  of  the  business.  She 
must  know  what  information  is  helpful  to  every 
department  of  the  business.  Like  the  newspaper 
reporter,  she  must  "have  a  nose  for  news."  Merely 
classifying  information  that  comes  in  is  only  part 
of  her  work.  She  must  know  how  to  ferret  out 
information  wanted,  even  if  it  is  not  in  her  files. 
For  this  reason  it  is  necessary  for  her  to  clip  from 
newspapers,  trade  papers,  and  to  search  for  books 
that  relate  to  the  industry.  In  addition,  she  must 
know  authorities  and  authentic  sources  of  infor- 
mation, so  that  she  may  know  where  to  go  when 
some  one  in  her  firm  demands  such  information 
that  has  not  come  to  the  files. 

This  kind  of  service  makes  filing  the  live,  valu- 
able branch  of  business  that  it  should  be,  and 
there  are  always  good  opportunities  for  women 
who  are  able  to  render  such  service. 

Do  you  know  that  when  filing  was  one  of  the 
lowest  paid  of  all  office  jobs  it  was  simply  because 
the  filing  department  was  not  a  producer?  It  was 
regarded  more  as  a  sort  of  safe-deposit  vault  for 
completed  transactions.  It  was  not  like  the  adver- 
tising and  sales  departments,  which  created  the 
orders  to  keep  the  business  going;  not  like  the 
accounting  department  that  kept  watch  over  the 
financial  interests;  not  like  the  correspondence  de- 
partment, which  was  the  mouthpiece  of  business. 
The  filing  department  was  only  the  custodian  of 
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their  records  —  important,  very  true,  but  not  pro- 
ductive. 

To-day,  business  firms  are  willing  to  recognize 
the  productive  possibilities  of  the  filing  depart- 
ment and  accord  it  the  responsibility  and  generous 
remuneration  that  other  departments  command. 
This  depends  very  largely,  however,  upon  the  fil- 
ing system  and  the  file  executive  herself.  If  she 
will  make  it  a  veritable  business  library,  a  depend- 
able source  to  which  any  one  can  turn  when  in 
need  of  any  business  information,  then  her  depart- 
ment will  come  to  be  regarded  as  an  engine  for 
creating  more  power  and  profit  to  business. 
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Filing  Executive 


Chapter  IV 

<<  WW?  TOMAN  invented  order.     Her  first  achieve- 
\\f   ment  was   to   get  man   to   do   things   with 

some  degree  of  regularity." 
So  says  Vance  Thompson,  in  a  stimulating  book 
called  "Woman."  And  if  you  think  about  some  of 
the  women  you  know,  you  will  find  that  this  rule 
holds  true.  Women  insist  on  neatness  in  the  home 
(often,  alas,  at  the  expense  of  men's  comfort).  It 
is  the  woman  in  the  office  who  looks  to  orderli- 
ness; who  keeps  desks  neat,  clears  out  the  over- 
stuffed drawers,  and  disinters  forgotten  papers 
from  crowded  pigeon-holes. 

It  may  be  that  this  tendency  has  its  disadvan- 
tages if  it  occasionally  gives  an  essential  matter 
second  place  to  neatness.  But  it  is  mentioned 
here,  emphatically,  because  the  average  woman's 
instinct  for  order  gives  her  a  peculiar  natural 
advantage  in  the  field  of  filing. 

Filing  demands  orderliness.  It  requires  regu- 
larity, accuracy,  neatness  (and  if  you  do  not  have 
these  qualities,  then  you  must  practice  determin- 
edly until  you  develop  them).  Without  these  qual- 
ities no  one  can  become  efficient  in  filing,  no  matter 
how  brilliant  in  other  directions. 

What  other  qualities  are  necessary  for  the  file 
executive?    A  chart  has  been  prepared  (shown  on 
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the  opposite  page)  to  help  you  analyze  yourself 
for  your  fitness.  You  can  fill  this  out  yourself,  or, 
better  still,  have  one  or  more  people  who  know 
you  intimately  -  intimately  enough  to  be  per- 
fectly frank  —  fill  it  out  for  you.  If  several  people 
give  their  opinion  and  you  compare  them,  you  are 
likely  to  get  closer  to  the  truth  than  if  one  biased 
person  gave  an  opinion. 

Note  particularly  your  grading  in  Orderliness, 
Accuracy  and  Interest  in  Details,  as  these  are  fun- 
damental requirements.  Perhaps  you  will  wonder, 
too,  why  one  needs  imagination  to  be  a  file  execu- 
tive. The  file  clerk  does  not  need  imagination. 
Why  does  the  file  executive  need  it?  Because, 
while  indexing  is  the  idea  which  determines  the 
rule,  filing  is  simply  the  mechanical  act  of  putting 
papers  in  place  according  to  rule.  Indexing  com- 
prises the  principles  which  govern  correct  filing 
and  the  arrangement  of  information  to  render  it 
of  maximum  usefulness.  You  need  imagination 
to  think  of  new  ways  in  which  indexing  can  be  of 
value  to  the  business  you  serve.  You  need  imag- 
ination to  help  solve  peculiar  problems  of  index- 
ing that  arise.  You  need  imagination  to  re-shape 
a  system  and  adapt  it  to  unexpected  needs.  The 
women  who  have  made  the  greatest  progress  in 
this  work  are  the  women  who  have  cultivated  and 
used   their  imagination   in  indexing. 
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SELF-ANALYSIS    CHART    FOR    FILE    EXECUTIVE 
Marks 

1  point  —  poor   and   improvement    unlikely 

2  points  —  poor,  but  may   improve 

3  points  —  fair 

4  points  —  good 

5  points  —  exceptionally    good 

Number  of  Points 
Physical  Qualities 

Hearing     

Eyesight     

Nerve    Control    

Endurance     

General    Health     

Average 

Mental  Characteristics 

Orderliness    

Accuracy    

Interest   in    Details    

Memory    

Reliability     

Concentration     

Persistence     

Initiative     

Ambition    

Resourcefulness    

Imagination      

Average 

Educational  Assets 

Schooling  —  mark 

Grade    School  1 

Business    School  2 

High    School  3 

College  4 

Special    Course    in    Indexing,    5 
Years   of   business   or   library   experience? 

How  many  languages   known  ?    

How  many  subjects  do  yon  read   about  ?    ... 

Are   you    well   read  ?    

How   many   business   magazines   read   regularly  ? 

Average 

Character  and  Personal  Habits 

Promptness    

Tact     

Good  temper    

Discretion     

Secretiveness     

Ability    to   cooperate    

Loyalty      

Business  honor   

Average 

Average  for  all 
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The  woman  who  wishes  only  a  simple  filing 
position  will  find  that  business  attaches  greater 
responsibility  to  the  work  than  heretofore,  and 
many  of  the  large  firms  conduct  special  examina- 
tions for  fitness.  Here  follows  a  test  for  a  filing 
position,  used  by  one  large  corporation  : 

Test  for  Position  of  File  Clerk 

Test  Results  Disclose 

1.  Copy  a  business  letter  Penmanship 

Spelling 

Accuracy 

Speed 

2.  Cross  2's  and  ring  3's  in  the 
18  columns  of  miscellan- 
eous figures,  each  column 

containing  8  figures  Attention  power 

3.  Exercises  in  arithmetic       Merit  in  simple  cal- 

culation 

4.  Exercises  in  label  writing  Handwriting 

5.  Exercises  in  order  writing  Carefulness 

6.  Assorting  of  50  sheets  Quickness  and  accu- 

racy in  sorting 

7.  Assorting  of  50  cards  Quickness 

8.  15   letters    to    be    selected  Matching 
from  100  sheets 

9.  Article    to   be    memorized  Memory 
and  reproduced 
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Do  not  expect  to  learn  filing  from  a  text-book, 
minus  practical  work  in  a  business  office.  Filing 
involves  tbe  handling  of  many  things :  cards,  fold- 
ers, guides,  files,  etc.  You  need  practical  drilling 
with  the  actual  things  in  order  to  become  expert, 
and  you  can't  get  this  experience  by  trying  to  vis- 
ualize the  equipment  from  pictures  in  a  book.  Get 
this  drilling  in  a  good  filing  school  or  filing  depart- 
ment. 

In  addition,  read  books  and  articles  on  filing. 
There  are  good  ones  published  constantly,  and 
you  should  read  them  in  order  to  keep  up-to-date 
on  the  newest  ideas  and  methods  for  improving 
your  work,  even  after  you  have  had  considerable 
business  experience. 

Books  and  Magazines  containing  Indexing  and 
Filing  Information 

"Indexing  and  Filing."  By  E.  R.  Hudders 

Ronald  Press,  N.  Y. 

"The  Card  System  at  the  Office. "    J.  Kaiser 

"The  American  Office."    J.  William  Schulze 

Ronald  Press,  N.  Y. 

"Office  Practice."    Gahill  and  Ruggeri 

Macmillan  Co.,  N.  Y. 

"Office    Training    for    Stenographers."    Rupert    P. 
SoRelle  Gregg  Publishing  Co.,  N.  Y. 

"An  Undeveloped  Field  for  Women."    By  Marian 
Glenn.      Forbes  Magazine,  N.Y.,  Sept.  15,  1917 
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"Office  Management."    Published  monthly 

A.  W.  Shaw  Co.,  Chicago,  111. 

"Modern  Methods."    Published  monthly 

Modern  Methods  Publishing  Co.,  Detroit,  Mich. 

"System."    Published  monthly 

A.  W.  Shaw  Co.,  Chicago,  111. 

"100%,     The     Etriciency     Magazine."       Published 
monthly  Chicago,  111. 

"Filing"  Filing,  Inc.,  N.  Y. 

"Vertical  Filing"  Library  Bureau 

"New  Method  for  Indexing  Cards" 

Library  Bureau 

"Office  Management"  (Gallup)     Ronald  Press,  N.Y. 


26 


How  a  File  Executive  met  a  big  problem 
for  One  Concern 

Chapter   V 

THE  Consolidated  Utilities  Company,  although 
a  comparatively  young  firm,  had  grown  to 
astonishingly  large  proportions  in  a  few  years. 
With  this  growth  had  come  a  corresponding  in- 
crease in  the  size  of  their  filing  department  and 
the  amount  of  correspondence  to  be  taken  care  of. 
The  filing  system  which  had  been  originally  in- 
stalled was  outgrown  within  a  short  time,  causing 
confusion  in  filing  and  difficulty  in  obtaining  let- 
ters when  desired  by  the  various  executives  in  the 
organization. 

To  bring  order  out  of  chaos  and  put  the  filing 
department  on  a  smoothly  working  basis  was  a 
huge  task.  Realizing  that  such  a  problem  could 
only  be  solved  by  one  who  had  had  a  great  deal 
of  experience  in  such  work,  the  manager  of  this 
concern  naturally  turned  to  Library  Bureau  as 
being  the  one  organization  fitted  to  handle  such 
an  undertaking. 

Miss  Johns,  one  of  Library  Bureau's  trained  fil- 
ing specialists,  was  then  called  in  to  make  a  com- 
plete analysis  of  their  filing  problem  and  to  offer 
suggestions  and  recommendations  toward  the 
betterment  of  their  filing  department. 

Miss  Johns  had  had  years  of  experience;  she 
was  thorough  and  conservative.    So  she  laid  a  plan 

27 


FILING   AS    A   PROFESSION    FOR    WOMEN 

which  a  less  experienced  person  would  not  have 
dared  to  attempt.  The  average  untrained  worker 
usually  steps  into  such  a  complicated  condition 
with  the  idea  that  by  feverish  haste  she  can  quickly 
untangle  the  snarls,  but  the  trained  file-worker 
knows  that  there  is  only  one  way  to  get  substan- 
tial, permanent,  error-proof  results  in  the  installa- 
tion of  a  smoothly  working  filing  system.  That 
method  is  to  "make  haste  slowly"--  to  spend  what- 
ever time  is  needed  in  laying  a  good  foundation 
and  planning  the  files  so  that  their  operation  will 
be  almost  automatic  and  error-proof. 

That  meant  that  for  four  months  Miss  Johns 
did  no  actual  filing  whatever!  Instead  she  made  a 
careful  study  of  conditions  in  the  filing  division; 
why  they  were  unsatisfactory,  what  was  required 
of  the  files,  and  how  they  could  be  more  profitable. 

Miss  Johns  was  one  of  the  new  order  of  pro- 
fessional file  experts  —  the  highly  paid  class  who 
are  highly  paid  because  they  make  files  profitable. 
Files  are  not  merely  resting-places  in  which  old 
papers  can  be  buried.  They  are  —  or  should  be  - 
libraries  of  useful  information,  quickly  available 
when  demanded,  permanently  safe. 

The  first  defect  she  encountered  in  the  system 
used  was  the  great  percentage  of  errors  in  filing; 
in  other  words,  the  common  mishap  of  file  depart- 
ments occurred  here  to  an  enormous  extent- 
papers  were  constantly  lost  in  the  files.  The  large 
staff  of  workers  was  busily  engaged  most  of  the 
time,  not  in  filing,  but  in  hunting  missing  papers. 
Work  accumulated  while  the  searches  went  on, 
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and  then  was  disposed  of  hastily,  carelessly,  only 
to  result  in  further  errors. 

What  was  the  reason?  In  the  first  place,  the 
files  were  scattered.  Each  department  in  the 
company  had  its  separate  complete  fdes.  Sec- 
ondly, no  person  was  responsible  for  filing.  In 
every  department  there  were  one  or  more  indi- 
viduals who  filed,  and,  of  course,  what  is  every 
one's  responsibility  is  no  one's  responsibility. 

Here  is  what  happened, not  once, but  many  times: 
A  letter  would  come,  let  us  say,  from  John  Doe  & 
Co.  This  letter  contained  references  to  several 
subjects,  requiring  the  attention  of  three  or  four 
individuals  in  as  many  departments.  The  letter 
went  first  to  the  department  having  the  most  in- 
terest in  its  content,  then  it  was  passed  on  to  the 
departments  having  less  important  business  with 
the  writer,  and,  finally,  it  arrived  at  the  depart- 
ment having  the  least  important  business  with  it. 
And  in  this  department  it  was  filed! 

Perhaps,  a  week  later,  Department  A  would  have 
occasion  to  refer  to  this  letter.  A  hunt  was  then 
made  in  its  files,  but  to  no  avail.  And  who  could 
remember  that  it  had  been  referred  to  three  other 
departments  and  which  one  last?  The  only  re- 
course was  to  hunt  in  the  files  of  each  department 
until  the  letter  was  found  —  a  long  and  discourag- 
ing business. 

A  further  complication  was  the  fact  that  so  many 
people  filed,  generally  untrained  file  workers.  This 
increased  the  percentage  of  error  in  actual  filing, 
and  there  was  no  way  of  checking. 
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After   four   months'    study    of   conditions,    Miss 
Johns  installed  some  wonder-working  changes  - 
yet  they  were  apparently  so  simple  that  every  one 
wondered  why  they  had  not  been  adopted  before. 

In  the  first  place,  files  were  taken  out  of  every 
department.  One  central  filing  department  was 
installed;  here  only  could  letters,  papers,  reports, 
and  data  be  kept.  No  more  retention  of  papers  by 
any  one  department  to  the  possible  inconvenience 
of  another.  Just  as  the  geographical  location  of 
the  files  was  standardized,  so  also  were  the  work- 
ers specialized.  Every  one  who  had  any  share  of 
filing  responsibility  devoted  her  entire  time  to  it. 
Each  file-worker  was  now  responsible  because 
trained  and  specialized. 

Miss  Johns'  next  step  was  the  installation  of  a 
system  that  would  take  care  of  the  immense  varie- 
ty of  papers  that  poured  into  the  files  of  the  com- 
pany. She  adopted  two  classes  of  files.  One  was  a 
Name  File  for  customers'  correspondence,  and  this 
was  operated  by  means  of  the  L.  B.  Automatic,  so 
as  to  be  protected  against  error.  There  is  only  one 
way  to  make  filing  error-proof,  and  that  is  by  pre- 
ventive  methods. 

With  the  L.  B.  Automatic,  correspondence  filing 
becomes  self-checking  and  errors  are  prevented 
before  they  happen.  The  file  clerk  about  to  put 
the  correspondence  of  Jones  marked  113  carelessly 
into  the  files,  sees  that  her  hands  rest  on  the  folder 
marked  117.  And,  naturally,  she  is  checked  at 
once,  and  is  reminded  that  Jones's  correspondence 
should  go  into  a   folder  marked  113.     The  L.  B. 
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Automatic  actually  makes  it  difficult  to  perform 
an  error  in  filing. 

The  second  type  of  file  used  was  the  Subject 
File.  This  was  required  for  the  large  variety  of 
data  —  not  correspondence  —  that  came  into  the 
filing  department.  This  was  cross  referenced,  and 
sometimes  when  the  subject  of  a  letter  was  more 
important  than  the  name  of  the  firm,  the  letter 
was  filed  under  the  subject  it  referred  to  in  the 
Subject  File  instead  of  in  the  Name  File. 

Originally,  all  this  data  had  been  dumped 
quickly  into  the  file  according  to  an  alphabetical 
arrangement.  Some  folders  were  thick  with  in- 
formation relating  to  one  big  general  subject,  and 
it  was  a  long,  painstaking  task  to  get  any  specific 
piece  of  information  out  of  these  folders,  for  it 
meant  wading  through  the  entire  mass  of  miscel- 
laneous subject-matter  to  get  at  the  one  bit  of 
needed  information. 

Miss  Johns  simplified  the  filing  and  finding  of 
any  piece  of  data,  no  matter  how  minute,  by  her 
months  of  careful  analysis.  After  she  had  studied 
the  kind  of  information  that  came  in,  the  kind  of 
information  various  departments  were  likely  to 
seek  and  how  to  keep  them  related  and  yet  apart, 
she  had  a  place  for  everything.  Of  course,  it  meant 
not  only  a  knowledge  of  the  needs  of  the  business, 
but  it  meant  that  she  had  to  read  some  technical 
books  that  referred  to  the  many  subjects  in  which 
her  firm  was  interested,  and  to  make  her  system 
so  elastic  that  even  though  some  of  the  subjects 
were  not  yet  in  her  file,  there  would  be  place  for 
them  when  they  developed. 
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She  used  the  Decimal  system,  a  variant  of  the 
Numeric  —  the  system  that  permits  unlimited  ex- 
pansion by  the  simple  means  of  dividing  all  knowl- 
edge relating  to  the  business  into  ten  big  subjects. 
For  example,  in  the  Consolidated  Utilities  Com- 
pany, every  subject  that  could  ever  be  referred  to 
in  correspondence  or  data  of  any  sort  would  fall 
under  one  of  the  following  divisions;  and  was, 
therefore,  given  the  unit  of  ten  number: 

00     General 

10     Finance  and  Accounts 

20     Real  Estate 

30     Engineering  and  Supplies 

40     Manufacturing 

50     Traffic  and  Deliveries 

60     Employment  and  Welfare 

70     Labor 

80     Competition 

90  Sales  and  Shipments 
Of  course,  some  of  these  sub-divisions  were 
larger  in  their  possible  accumulation  than  others. 
Under  the  old  method,  that  meant  simply  a  more 
cumbersome,  unwieldy  file.  But  through  the  Deci- 
mal system,  intelligently  applied,  no  one  folder  was 
more  unwieldy  than  another.  Because,  as  mate- 
rial accumulated,  it  generally  diverged  somewhat 
in  content,  requiring  sub-divisions.  For  example. 
Labor  is  a  very  general  title,  but  properly  sub-di- 
vided, it  is  possible  to  get  at  even  small  pieces  of 
information  included  under  the  heading.  Miss 
Johns'  sub-division  was  as  follows: 

70  LABOR 

70.01      Correspondence    and    copies    of   laws, 
regulations,  reports,  etc. 

71  Hours 
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71.1  Number  of  hours 

71.2  Luncheon  hour 

71.3  Sundays  and  holidays 

72  Wages 

73  Union  labor 

74  Employment  of  minors 

75  Accident  and  insurance 

75.1  Insurance — Workmen's  Compensation 
Law 

75.2  Reports  of  accidents 

75.3  Protective  measures 

75.31  Suggestions,  rules,  notices,  etc. 

75.32  Carrying  of  arms 

Under  the  old  regime,  if  some  one  had  demanded 
information  about  Workmen's  Compensation  Law, 
it  would  have  been  necessary  to  hunt  through  the 
entire  folder  about  labor  or  some  other  general 
unclassified  subject  until  the  particular  bit  of  data 
was  found.  Under  this  system  it  is  possible  to  get 
quickly  at  the  one  folder  containing  this  informa- 
tion exclusively. 

Another  helpful  result  of  systematizing  the  fil- 
ing department  was  the  increased  speed  of  opera- 
tion. This  particular  company  averages  two  hun- 
dred requests  per  day  for  correspondence  or  data 
in  addition  to  the  regular  daily  fding.  Originally, 
much  carelessness  and  error  was  the  consequence 
of  the  many  interruptions.  While  a  girl  was  filing 
she  was  interrupted  to  obtain  quickly  some  partic- 
ular bit  of  correspondence.  Perhaps  there  was 
trouble  finding  it,  and  it  was  five  or  ten  minutes 
before  she  returned  to  her  task. 

A  radical  step  was  introduced  when  the  one  big 
general  Filing  Department  came  into  being.    For 
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two  hours  each  day  the  department  was  closed  en- 
tirely to  outside  requests.  Of  course,  when  this 
became  known  every  one  tried  to  get  their  requests 
for  material  in  early.  As  a  result,  for  two  hours  a 
day  every  one  works  uninterruptedly,  catches  up 
with  the  morning's  demands,  and  gets  the  day's 
tiling  completed.  The  girls  work  much  faster  than 
if  requests  came  in  all  day,  and  they  hopped  be- 
tween one  thing  and  another  constantly,  without 
time  to  finish  the  current  tiling. 

To-day  there  is  an  orderly  procedure  of  work 
that  has  made  the  Filing  Department  as  accurate 
a  division  of  the  company  as  any  other  branch. 
Letters  come  into  the  Mail  Department,  arc  opened, 
distributed,  answered  and  sent  to  the  file.  No  ma- 
terial is  ever  filed  unless  it  has  some  one's  check 
or  initial  to  show  that  it  has  received  adequate 
attention.  If  a  letter  is  called  out  of  the  file,  a 
"charge  card,"  showing  that  the  letter  has  been 
taken  out,  the  name  of  the  department  or  individ- 
ual demanding  it  and  the  date,  is  left  in  its  place 
in  the  folders.  Thus,  if  some  one  else  demands  it, 
there  is  a  record  of  its  whereabouts.  The  old-time 
method  of  hunting  from  department  to  department 
has  been  entirely  abolished. 

Another  time-saver  is  the  disposition  of  last 
year's  correspondence.  In  so  many  firms  it  is 
necessary  to  delve  into  out-of-the-way  corners  and 
shelves  for  correspondence  of  a  few  months  or  a 
year  back.  But  the  more  modern  means  is  to  de- 
vote the  two  top  drawers  of  the  file  to  the  present 
correspondence;  the  two  lower  drawers,  with  the 
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same  alphabetical  or  numerical  divisions,  to  last 
year's  correspondence. 

There  is  only  one  way  to  standardize  a  file  de- 
partment so  that  it  operates  on  so  efficient  a  basis: 
that  is  by  good  preparatory  work.  Files  cannot 
be  safely  reorganized  in  haste,  with  cursory  inves- 
tigations or  superficial  remedies.  It  takes  time  and 
patience  to  analyze  conditions,  to  study  what  will 
be  the  possible  growth  of  the  files,  and  then  to 
provide  so  adequate  a  system  that  it  will  remain 
efficient  and  error-proof  for  many  years  to  come. 
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Chapter   VI 

BECAUSE  of  its  very  nature, filing  offers  more 
opportunities  for  errors  than  any  other  office 
job.  The  bookkeeper  can  try  to  balance  ac- 
counts at  the  end  of  the  day  and  thus  have  a 
chance  to  check  up  a  possible  error.  The  sten- 
ographer can  read  her  typewritten  letters  and  de- 
tect error.  But  the  file  assistant,  who,  in  one  care- 
less moment  of  the  day,  misplaces  the  Carson  con- 
tract in  the  Parson  files  never  knows  she  has  made 
a  mistake  until  the  eventful  day  when  some  one 
demands  that  Carson  contract  immediately,  forth- 
with, and  at  once.  Then  there  is  a  frantic  search 
through  all  the  C's  and  B's  and  D's  and  other  ad- 
jacent compartments  in  the  files.  Alas,  all  to  no 
purpose.  It  simply  isn't  where  it  ought  to  be,  and 
nobody  finds  it  until  some  uneventful  day  when  it 
isn't  wanted  at  all. 

It  is,  therefore,  necessary  that  more  effort  be 
spent  on  the  organization  of  the  filing  depart- 
ment. There  are  many  ways  of  making  filing 
easier,  less  subject  to  error: 

1.  Efficient  organization  and  arrangement  of 

the  Filing  Department. 

2.  Bight  system  and  equipment. 

3.  Definite   rules   and   standard   practice,   in- 

structions regarding  filing,  indexing  and 
removal  of  material  from  files. 
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1.    Last,  but  most  important,  the  physical  com- 
fort of  those  working  in  the  department. 

The  photographs  in  this  hook  show  several  es- 
pecially efficient  departments  and  a  description  of 
the  plan  that  has  made  them  so.  The  location  of 
the  tiling  department  is  an  important  matter,  for 
there  is  more  communication  with  this  department 
than  any  other.  It  should  he  centrally  located  so 
as  to  reduce  the  number  of  waste  steps.  If  the 
business  is  located  on  several  floors,  some  good 
automatic  vertical  carrier  system  will  not  only 
save  the  time  and  steps  of  a  clerk,  but  will  greatly 
facilitate  delivery  of  papers. 

Installing  the  right  system  and  equipment  suit- 
able is  another  method  of  making  the  fding  job 
easier.  Library  Bureau  maintains  a  special  serv- 
ice department  for  consultation,  and  you  can  call 
at  any  time  for  suggestions  and  assistance  in  the 
selection  of  the  right  system.  Moreover,  Library 
Bureau's  filing  specialists  will  make  a  survey  of 
any  filing  problem,  and  will  create  special  plans 
for  arrangements  in  the  space  assigned  that  will 
make  the  department  operation  most  efficient. 

This  kind  of  service  will  be  found  helpful,  not 
only  when  installing  a  new  department,  but  also 
at  the  yearly  or  semi-annual  transferring.  Trans- 
ferring is  one  of  the  problems  of  fding  which  re- 
quires special  consideration.  In  some  firms,  where 
each  transaction  is  separate  and  transient,  it  is 
feasible  to  remove  all  old  records  out  of  the  de- 
partment entirely  at  the  end  of  the  year.  In  other 
cases,   the   finished   transactions   arc   required  for 
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reference  occasionally,  and  so  transferred  matter 
must  be  kept  accessible,  although  out  of  the  way 
of  current  material.  The  illustration  on  page  34, 
showing  Library  Bureau  unit  transfer  cases  in  the 
background,  may  convey  to  you  how  this  equip- 
ment satisfies  both  purposes. 

Definite  rules  and  standard  practice  instructions 
greatly  simplify  filing,  both  for  the  filing  clerks 
and  those  responsible  for  the  smooth  operation  of 
the  department.  If  these  rules  are  followed  out 
in  the  office,  the  amount  of  lost  or  delayed  matter 
will  be  greatly  decreased,  for  the  errors  of  filing 
are  by  no  means  always  the  fault  of  the  file  clerk 
or  file  executive.  Just  as  frequently  they  are  due 
to  carelessness  on  the  part  of  other  executives 
who  keep  papers  pigeonholed  for  days,  expecting 
to  take  care. of  them  every  day. 

This  latter  difficulty  is  overcome  in  part  by  the 
system  of  "charging"  a  record  or  piece  of  corres- 
pondence called  from  the  file.  A  card  or  memo  is 
placed  in  the  file  at  the  point  where  the  corre- 
spondence should  be,  stating  who  has  called  it  out 
and  on  what  date.  Still  better  is  the  ruling  of  a 
few  firms  that  forbid  the  retaining  of  material 
from  the  files  for  more  than  a  limited  time.  It 
may  be  turned  into  the  files  and  then  recalled, 
but  no  one  individual  may  keep  it  for  days  or 
weeks  at  a  time,  as  so  often  happens.  In  fact, 
one  big  firm,  noted  for  its  efficiency,  installed  one- 
drawer  desks  for  this  very  reason.  Apparently, 
no  amount  of  rulings  kept  their  executives  from 
retaining   matter   in    their   desk   drawers   for  days 
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and  weeks  at  a  time,  causing  confusion  and  loss 
of  time  to  the  file  assistants,  who  searched  for  the 
papers  in  vain.  With  tlat-top  desks,  containing 
only  one  small  drawer  with  room  for  stationery, 
the  habit  of  retaining  correspondence  indefinitely 
disappeared. 

These  rules  might  also  contain  some  suggestions 
for  standard  practice  of  daily  work  for  file  clerks, 
worked  out  by  the  file  executive  who  installed  the 
system.  It  could  tell,  in  detail,  exactly  how  all 
material  for  filing  should  be  collected  from  vari- 
ous departments,  classified,  and  indexed  for  fding. 
It  should  give  also  some  suggestions  on  how  to  pre- 
vent misfiling,  and  how  to  check  up  an  error  when 
a  paper  called  for  cannot  be  found.  The  reasons 
for  this  vary  in  different  organizations. 

Much  error  is  caused  by  the  custom  of  letting 
outsiders  touch  the  files.  A  clerk  from  another 
department  may  help  herself  to  a  letter  desired, 
perhaps  in  the  absence  of  the  file  clerk;  or  she 
may  replace  it  for  similar  reasons,  and  nine  times 
out  of  ten  she  puts  it  in  the  wrong  place.  There 
should  be  an  iron-clad  rule  that  no  one  but  the 
file  executive  or  file  clerks  should  touch  the  fdes; 
and  one  person  should  be  responsible  for  the 
smooth  operation  of  the  entire  department. 

Another  source  of  error  is  the  use  of  clips. 
Papers  seem  to  attach  themselves  by  magic  to 
clips,  and  often  a  lost  piece  of  correspondence  is 
found  months  later  attached  to  a  totally  unrelated 
record.  In  this  case,  of  course,  it  is  impossible  to 
trace  the  matter  at  the  time  it  is  wanted.     Simple 
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methods  of  locating  lost  material  are:  (1)  in  the 
folder  after  or  before  the  correct  one;  (2)  on  bot- 
tom of  file  drawer  underneath  folders;  (3)  in  a 
folder  bearing  another  similar  name;  and  (4)  un- 
der the  name  of  the  article  manufactured  instead 
of  the  firm  name. 

Most  important  is  the  comfort  of  the  worker. 
If  you  suffer  from  the  three  o'clock  fatigue  made 
famous  by  one  advertiser,  don't  blame  it  on  your 
work.  The  fatigue  of  ollice  workers  is  almost  in- 
variably caused  by  their  remaining  in  one  position 
for  several  hours  at  a  time.  You  don't  tire  because 
you  stand  at  the  files,  but  because  you  are  in  the 
same  position  for  too  long  periods  at  a  stretch.  The 
stenographer  who  sits  at  a  desk  all  day  long  gets 
even  more  tired,  because  she  is  more  cramped  in 
a  sitting  position. 

The  secret  for  remaining  untired  through  long 
stretches  of  work  is  to  change  one's  position  fre- 
quently. That  is  why  so  many  of  the  large  busi- 
ness houses  provide  rest-rooms,  so  that  the  women 
may  lie  down,  and  thus  change  their  position  and 
relax  for  some  time  during  the  day. 

If  you  want  to  make  filing  easier,  then  arrange 
your  daily  work  so  that  an  hour  of  standing  is 
relieved  by  an  hour  of  sitting,  and  so  on.  Open- 
ing and  shutting  large  file-drawers  too  rapidly 
may  cause  undue  fatigue.  For  this  reason  all 
classification  of  papers  should  be  made  seated  at 
a  desk,  even  if  there  is  only  a  small  amount  to  do 
at  a  time.  It  is  less  fatiguing  than  the  slipshod 
method  of  standing  up  at  the  files  and  classifying 
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as  you  go  along,  merely  because  there  is  only  a 
small  amount  of  material  to  tile. 

It  is  of  advantage  to  both  operator  and  firm  to 
see  that  the  lighting  arrangement  is  as  near  ideal 
as  possible.  The  indirect  and  semi-indirect  meth- 
ods of  lighting  are  now  in  use  in  most  organiza- 
tions, and  should  be  recommended.  Working 
under  the  direct  glare  of  a  small  desk-lamp  gets 
to  be  a  habit  with  many  office  workers,  and  it  is 
most  injurious  to  the  eyes.  The  file  executive 
should  observe  carefully  these  arrangements  for 
the  comfort  of  workers  —  proper  lighting,  ventila- 
tion, and  temperature — for  if  conditions  are  wrong 
they  cause  irritation,  even  though  it  is  subcon- 
scious, and  when  irritation  sets  in  errors  are  sure 
to  follow. 

Finally,  the  file  worker  should  provide  for  her 
own  personal  comfort  at  work.  The  girl  who  sits 
at  a  desk  all  day  might  be  able  to  wear  tight, 
French-heeled  shoes  without  suffering  unbear- 
ably; but  it  is  inevitable  that  the  file  worker  should 
be  on  her  feet  several  hours  a  day,  and  shoes  arc 
a  matter  of  vital  importance.  More  women  than 
suspect  it  are  suffering  from  fallen  arches,  due  to 
standing  for  long  periods  in  wrong  shoes,  and  it 
is  often  the  shoe,  not  the  work,  that  makes  the 
tired  business  woman.  There  are  a  number  of 
good-looking  shoes,  built  correctly  with  arch  pre- 
servers. They  support  you  on  your  feet  because 
they  are  built  on  hygienic  principles  and  enable 
you  to  work  comfortably. 

Perhaps  a  change  in   your  office  clothes  might 
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add  to  your  comfort.  As  you  move  your  arms 
about  much  more  than  other  women  workers,  per- 
haps the  tight  shirt-waist  and  skirt  may  not  be  the 
most  convenient  garment  in  which  to  work.  The 
loose  Russian  blouse  or  Norfolk  jacket  worn  out- 
side the  skirt  is  neat  and  comfortable,  and  does 
not  expose  you  to  the  possibility  of  its  working 
loose  untidily,  as  sometimes  happens  with  the  best- 
behaved  of  shirt-waists.  A  clever  plan  used  by 
one  worker  is  to  wear  an  office  coat  over  her  reg- 
ular frock.  It  is  made  of  black  China  silk,  and 
extends,  like  a  smock,  to  the  knees.  It  looks  neat, 
is  comfortable  to  work  in,  and  protects  the  frock 
nicely. 
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Chapter   VII 

S  your  filing  department  an  active  branch  of  pro- 
duction or  simply  a  depository  for  old  transac- 
tions? 


In  some  organizations  the  Filing  Department  is 
regarded  as  only  a  necessary  expense  of  opera- 
tion, like  rent  or  lighting.  Many  such  husiness  men 
are  unaware  of  the  fact  that  the  right  kind  of  a 
Filing  Department  is  as  much  a  producer,  propor- 
tionately to  its  expense  of  operation,  as  the  sales 
department.  If  a  Filing  Department  is  in  the  dead 
expense  class,  it  is  because  of  deficient  manage- 
ment or  poor  systems,  or  lack  of  incentive  for  in- 
telligent workers. 

Supposing  you  hired  for  your  sales  department 
a  man  who  had  no  enthusiasm  about  his  job,  and 
paid  him  a  low  salary  and  gave  him  little  coopera- 
tion. You  wouldn't  expect  him  to  be  a  skyrocket 
producer,  would  you?  You  wouldn't  expect  him  to 
study  sales  possibilities  for  himself  if  you  didn't 
provide  the  incentive  and  the  means? 

Similarly,  you  cannot  expect  tile  executives  who 
will  make  the  department  a  live  producer  unless 
you  provide  the  incentive,  the  equipment,  and  en- 
courage ambitious  workers  to  become  expert 
through  special  training.  To-day  there  are 
thousands   of   women    trained    in    tiling,   so   as    to 
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make  it  one  of  the  productive  departments  of  the 
organization.  A  typical  case  will  serve  to  illustrate. 

Miss  J.,  a  college-hred  woman,  entered  a  bank- 
ing-house some  years  ago  as  tile  clerk.  She  was 
intelligent,  did  good  work,  and  her  efforts  were 
well  paid,  so  that  she  had  the  incentive  for  giving 
more  time  and  imagination  to  her  job  to  make  it 
permanent.  Gradually  she  applied  some  of  the  in- 
dexing theories  she  had  acquired  in  her  special 
training.  She  not  only  classified  and  fded  all  the 
data  that  came  to  her  hands  through  regular  chan- 
nels of  business,  but  she  went  out  of  her  way  to 
different  sources  of  information  to  get  clippings, 
references,  books  and  memoranda  of  any  kind  that 
might  be  advantageous  to  the  business  she  served. 
She  literally  transferred  the  filing  department  into 
a  business  library  of  value  to  every  department. 

Such  service  is  being  rendered  to  many  modern 
firms — manufacturers,  advertisers,  publishers,  and 
innumerable  other  business  organizations.  For  the 
real  function  of  a  file  is  to  be  a  source  of  informa- 
tion on  any  subject  that  might  be  required  in  the 
course  of  business.  The  trained  woman  executive 
of  such  a  file  department  does  not  wait  for  infor- 
mation to  be  called  for.  She  brings  to  the  atten- 
tion of  executives  any  piece  of  information  that 
might  possibly  be  of  value. 

When  you  hire  a  file  executive  to  make  your 
Filing  Department  a  business  producer,  select  one 
with  an  analytical  type  of  mind.  She  will  act  as 
a  business  reminder,  bringing  to  the  attention  of 
you  and  other  members  of  your  staff  the  facts  they 
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should  know,  regardless  of  whether  they  call  for  it 
or  even  know  of  its  existence.  That  sort  of  valuable 
business  information  can  be  built  right  into  your 
own  filing  department,  making  of  it  a  Bureau  of 
Information  or  Business  Statistics  or  Data  Division, 
or  whatever  you  wisli  to  call  so  constructive  a 
branch  of  your  organization.  All  you  need  do  is 
to  provide  the  facilities  and  throw  the  responsi- 
bility on  a  trained  file  executive. 

You  cannot  overestimate  the  value  of  such  a 
department.  We  are  discovering,  as  a  nation,  in 
these  last  difficult  years,  that  information  and 
preparation  are  the  vital  needs  of  our  country. 
Without  well-organized  machinery  for  receiving 
and  classifying  information,  it  would  be  impossi- 
ble for  us  to  take  one  step  in  our  international 
affairs. 

Similarly,  in  conducting  a  private  enterprise, 
any  action  is  a  gamble  unless  it  is  reinforced  by 
information.  That  information  must  consist  not 
only  of  precedent  —  for  in  these  times  our  actions 
of  last  year  cannot  be  taken  as  a  guide  for  the 
needs  of  to-day.  We  must  be  familiar  with  all 
the  information  concerning  our  own  and  allied 
industries;  on  the  experiments  and  discoveries  of 
others  who  have  problems  somewhat  similar  to 
our  own,  even  if  they  are  far  removed  from  our 
own  industrial  field.  We  must  rake  the  entire 
available  field  of  information  to  cull  ideas  applic- 
able to  us.  And  that  is  what  a  filing  system  is 
created  for. 

Before   you    make    any   changes   or   expansions, 
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you  arc  invited  to  avail  yourself  of  Library  Bu- 
reau service.  Our  staff*  of  filing  specialists  is 
prepared  to  consult  with  you,  make  surveys  of 
your  needs,  design  a  plan  of  filing  arrangement 
and  make  installations.  It  can  instruct  your 
present  organization  so  as  to  minimize  error  and 
increase  the  general  efficiency  of  your  files. 

If  you  have  no  intention  of  reorganizing  your 
filing  department,  but  simply  wish  some  informa- 
tion, you  may  address  our  Service  Department, 
outlining  your  problem,  and  we  shall  be  glad  to 
give  you  any  information  or  help. 

This  service  is  used  regularly  by  large  firms 
throughout  the  country,  and  results  in  many  ad- 
vantages. The  women  on  our  staff  have  had  wide 
filing  experience  in  many  avenues  of  business,  and 
are  in  a  position  to  effect  considerable  savings 
for  you. 

Results  of  this  service  may  be  summarized  as 
follows : 

1.  Increase  your  filing  facilities  without  too 
great  an  increase  of  floor  space. 

2.  Help  you  make  your  filing  department  a 
business  producer  rather  than  dead  expense. 

3.  Make  your  filing  nearer  error-proof. 

4.  Give  you  suggestions  regarding  the  personnel 
of  the  filing  department  so  as  to  stimulate 
greater  effort  and  efficiency. 
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